Create an Adobe PDF File from a Word Document

Step Action
1. Create your Word document.
2 Eilefﬁe_w Insert  Formak  Tools  Tahble
' N & Open... el
A. Click File.
Close
B. Mouse down to Print. Save As
Page Setup...
EJ‘ Prink Presigw
S prink.., Ctrl+p
LF:. . \adobe POF For Waord,doc
3. A. Mouse down and click  EEEEE— x|

Adobe PDF.

B. Click Print.

rPrinter

Marne: q% HP LaserJet 2100 Properties |
. 58 ActiveTouch Document Loader
?tatus' & Adobe FOF Fingerinter.. |
b 5 Castelle Cover Page ] )
‘where: &6 Castelle DX Driver [ Print ta file:
Comment: | 6 HP Laserdst 2100 ™ Manual duplex
| %@ Smark Label Printer 220

Page range 6 anaglt 7 -
Al TIOMBET OF Copies: 1 5‘
- Current page € Selection
" Pages: I 11 11 v Collate
Enter page numbers and/or page ranges ' '
separaked by commas. For example, 1,3,5-12

Print what: IDocument j

Prink: IAII pages in range j

Options. .. |

Z0arm

|1 page VI

Pages per sheet:

Scale to paper size: [no Scaling
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Create an Adobe PDF File From a Word Document (continued)

Step | Action

) Save As PDF 2] x|
4, A. Click the = of the .
drop down menu of Save in: | ‘2 My Documents ] A= =¥ Ef-
the Save in box, and oy 2 Deskiop ™
. S My Computer
select the directory Corel 0 35 Floppy (4]
where you want to Insigh P

- = Local Disk [C:)
save the file. My B (1 Documents and Settings ~
My Pig [ Defaul User G150
B Select the folder Py W =y Documents

@ Compact Disc (0] —

=2 Rogerspl on F1EWall WU eers' [F)

=2 Gperzonn on F1E8W ol \Groups' (G:
=2 Gdocket on ‘F1E644 ol \WGroups' (H:]

where you want
to save the file.

File name Save

=2 Castelle on F1E4% ol [M:]

— =0 M aeareen e 'ETEAVU A 141

Save As PDF

Save ast =2 Org2 on 'F164%/ ol WLotus' [L:) 1 Cancel |
|

5. A. Type the name

of the file. Save in: I £ Anita - Computer Skills j = = ER-
. ﬁnttach a file in Lokus, pdf
B. Click Save. @CumputerFiIeStructureW.|:u:|F

@Glassary.pdf
@WDrdPerFect.de

File name: Document]. : Save I
Save az ype: IF'DF Files [* pf] j Cancel |
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